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The DLA Form 2500-P is a PDF portfolio that contains three versions of the form. The differences in the forms do not affect the standardized look and feel of this update to the Certificate of Hard Drive Disposition (formerly, DLIS 1867). Rather, the different versions provide different ways to use the form.

Each version of the form is a standard 8.5 x 11 template with room for six labels. Each form contains the same data and form elements and each preserves the standard layout. You can open a form from the portfolio by right-clicking it and selecting “Open file.” How to use each version is described below.
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DL2500 – Regular 

This version of the form provides you the ability to “turn on and off” individual labels on a sheet. If you only need to print two labels, for example, but you don’t want to print out 4 blank labels (you might want to use those label templates for something else) this form allows for this.
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DL2500 – Repeat

This version of the form was created to satisfy the need to have the same basic information duplicated in multiple labels without having to re-enter the information. After completing fields in the first label, simply click the “duplicate” button and enter the number of additional labels you wish to create. The form will automatically create the desired number of labels and copy the data from the first label into the other labels. The data in the following fields is not duplicated:  Serial No., Barcode No., and signature and date.

So if you need to document 20 CPUs that all are of the same make/model and were degaussed on the same day using the same software, etc. this form is for you.
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DL2500 – Bulk Import

This version is set up to import an XML data stream containing multiple records that will then display as multiple labels ready for signature and/or printing. The form requires a specific data structure, called a schema, in order for the XML data to be imported successfully. Data can be pulled from an external data source (e.g., an Excel spreadsheet or an Access data table) converted to XML with the appropriate schema then imported into the DLA 2500.

If you are not familiar with XML, XSD, schema files, and/or databases, you may need to get help from your local IT department. But the data conversion should not be hard to accomplish. A sample XML file and the schema definition file are included in the portfolio for reference.






Contact Us for Help

The DLA forms program is committed to providing necessary forms that are properly designed with clear instructions and standardized data for easy collection, processing, analysis, and retrieval of information collected. If you have any questions regarding please contact us at forms@dla.mil.

image1.png



image2.png



image3.png



image4.png





